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CITY OF MOUNTAIN VIEW 
REQUEST FOR PROPOSAL (RFP)— 

EMPLOYEE BENEFITS INSURANCE BROKER AND CONSULTING SERVICES 
 

 
I. BACKGROUND 
 
 The City of Mountain View (City) is located in the heart of Silicon Valley, with a 

population of approximately 74,800, occupying approximately 12 square miles and 
situated approximately 36 miles southeast of the City of San Francisco and 15 miles 
northwest of the City of San Jose. 

 
 The City is a Charter City incorporated on November 7, 1902.  The City Charter 

was originally approved by voters in 1952 and requires the City to operate under a 
Council-Manager form of government.  Seven Councilmembers are elected at large 
for four-year terms that are staggered so three or four seats are filled at the General 
Municipal Election in November of every even-numbered year.  Service on the 
Council is limited to two consecutive terms.  Once a Councilmember has termed 
out, he/she may run for reelection after a two-year hiatus.  Each year in January, 
the Council elects one of its members as Mayor and another as Vice Mayor. 

 
 The City of Mountain View is a full-service City with an annual operating budget 

of approximately $224.0 million and payroll is approximately $64.1 million.  The 
City is divided into 10 operating departments, including City Manager, City 
Attorney, City Clerk, Finance and Administrative Services, Community 
Development, Public Works, Community Services, Library, Police and Fire.  There 
are approximately 564 benefitted employees.  There are approximately 250 retirees 
(not including their qualified dependents) participating in the City's Retirees 
Health Insurance Program.  Eligibility for benefits is determined by resolution or 
labor agreement with the representative employee bargaining units.  There are 
four bargaining units representing the majority of employee classifications within 
the City:  Police Officers Association (POA); Mountain View Firefighters 
Local 1965 (MVFF); Service Employees International Union (SEIU); and the 
EAGLES Employee Association.  Unrepresented employee classifications include 
 the Department Heads, Confidential/IT group, Police Managers, and Fire 
Managers and Professionals.  The approximate number of budgeted permanent 
employees per department is as follows: 

 
City Attorney's Office—8 Finance and Administrative Services—49 

City Clerk's Office—11 Fire Department (Five Fire Stations)—89 

City Manager's Office—14 Library—34 

Community Development—34 Police Department—145 

Community Services—105 Public Works—125 
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The City's Human Resources Division strives to provide employee benefit 
programs that best meet the needs of employees, retirees, their dependents and the 
City, and to assist participants in utilizing their plans effectively. 

 
II. PROJECT OVERVIEW 
 
 The City requests proposals from qualified licensed brokers to provide consulting 

and insurance brokerage services for the City's current and future employee 
benefits, including group medical (includes prescription coverage), dental, vision, 
life, accidental death and dismemberment, short- and long-term disability, and an 
employee assistance program (EAP).  The City seeks a consultant and broker that 
is well versed in the benefits market, experienced in advising comparable public 
agencies and works well with various levels of staff and management.  Submitted 
proposals must meet all requirements set forth in this Request for Proposal (RFP). 

 
 Benefitted employees and qualified dependents are eligible to receive some level 

of each of the aforementioned benefits.  Eligible retirees and qualified dependents 
are able to participate in the City's Retirees Health Insurance Program, which 
provides medical insurance including vision and prescription coverage.  Retirees 
and qualified dependents may continue their dental coverage through COBRA.  
Most plans have an annual renewal date of August 1 with the exception of a few of 
the retiree medical plans.   

 
 A. Medical Insurance—Eligible benefitted employees and eligible early retirees 

(pre-65) may select from one of the following plans:  Health Net HMO, 
Health Net PPO, Health Net POS (enrollment is frozen) and Kaiser.  
Medicare-eligible retirees may select from one of the following Medicare 
coordinated plans:  Health Net HMO, Health Net PPO and Kaiser Senior 
Advantage.  The City also makes available to eligible retirees several out-of-
state plans.   

 
 B. Dental Insurance—The City provides dental insurance through Standard 

Insurance.  
 
 C. Vision Insurance—The City provides self-funded vision insurance to Health 

Net enrollees through Medical Eye Services (MES).  Kaiser enrollees receive 
vision coverage through the Kaiser plan. 

 
 D. Life Insurance—The City provides life and accidental death and 

dismemberment insurance through Standard Insurance. 
 
 E. Short- and Long-Term Disability Insurance—The City contracts with Mutual 

of Omaha to provide short- and long-term disability insurance, excluding 
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those represented by the POA and the MVFF.  Employees represented by 
POA and MVFF are covered under a separate short- and long-term disability 
insurance program provided by Peace Officers Research Association of 
California (PORAC) and the selected broker will not service the contracts 
pertaining to that product. 

 
 F. Employee Assistance Program—The City contracts with PacifiCare 

Behavioral Health to provide an employee assistance program (EAP). 
 
III. SCOPE OF SERVICES 
 
 The City is seeking to name a Broker of Record for the City's employee insurance 

benefits and is looking for continuity of services in the rapidly changing area of 
employee benefits.  The City is particularly interested in a broker who can offer 
creative, innovative approaches, with a proven track record, that allows the City to 
maintain quality programs and contain or reduce costs.   

 
 The selected broker will perform a full range of benefit program services related to 

the acquisition, implementation, maintenance, communication and improvement 
of the City's employee insurance benefits.  The selected broker shall provide 
services, including, but not limited to, the following: 

 
 A. Analysis and Reporting 
 
  1. Analyze existing coverage and identify or develop cost-saving 

alternative benefit strategies and plans. 
 
  2. Assist in the development of long-range goals and strategies, including 

making projections of potential savings. 
 
  3. Provide analysis and recommendations based on utilization and 

performance reports, statistical and/or financial reports, and plan 
specific data. 

 
  4. Assist the City in monitoring and analyzing experience trends and 

providing timely alerts on changing patterns and appropriate 
recommendations. 

 
  5. Provide, maintain and update comparison reports of other public and 

private companies' benefit plan offerings and costs to determine their 
competitiveness with the City's programs. 

 
  6. Provide a cost benefit analysis to the City for outsourcing COBRA 

administration. 
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  7. Provide financial and/or performance reviews of self-funded and fully 

insured plans and programs. 
 
  8. Be available to provide various types of reports as needed, such as cost 

analysis for benefit changes, and other statistical, financial, forecasting, 
trend, labor negotiations or experience reports. 

 
  9. Prepare and present reports on trends, new products and audits, as 

requested. 
 
  10. Regularly monitor and evaluate performance measures and guarantees 

for providers. 
 
  11. Maintain full and accurate records with respect to all matters and 

services provided on behalf of the City's benefit plans and programs.  
Provide City staff or officials all spreadsheets, assumptions and 
calculations upon completion of any project performed on behalf of the 
City's benefit plans and programs. 

 
 B. Liaison and Problem Intervention 
 
  1. Act as liaison between the City and insurance providers. 
 
  2. Provide day-to-day consultation on plan interpretation and problem 

resolution, including, but not limited to, explanation of plans, assisting 
employees/retirees with selecting plans that meet their needs and 
geographic location, and transitioning retirees from early retiree plans to 
Medicare-coordinated plans.   

 
  3. Provide timely customer service and assistance to staff, employees and 

retirees with issues involving provider billing, claims, vendor service 
issues/problems, advocacy for services, disputes, interpretation of 
contracts and services, changes and general troubleshooting. 

 
  4. Attendance as needed at meetings with City staff, employees and/or 

retirees to facilitate and assist in the management of the City's employee 
benefit plans. 

 
  5. Act as an advocate or ombudsman in appeal, arbitration or court process 

between the City and the providers on unresolved issues if needed; 
provide advice when needed to enforce City, employee, retiree or their 
dependents' rights. 
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  6. Assist the City in proactive mitigation of negative impacts or disruption 
of services to employees and retirees from benefit and/or provider 
network changes. 

 
 C. Compliance 
 
  1. Assist with ongoing plan administration and ensure that programs are 

in compliance with State and Federal legislation. 
 
  2. Provide on-site training to City staff, as needed, regarding regulatory 

updates and/or Best Practice seminars for the effective administration of 
benefits plan. 

 
  3. Review and disseminate information to staff on new or revised State and 

Federal legislation that impacts benefits programs.   
 
  4. Assist City staff with annual audit to ensure compliance with all 

mandated reporting and posting/notice requirements for benefit plans. 
 
  5. Develop and/or assist in developing communication materials and tools 

for conducting dependent verification audits. 
 
 D. Annual Renewal Process and Evaluation 
 
  1. Establish a strategy for benefits, both annually and three to five years in 

the future.  Consider trends, union negotiations, prospective legislations, 
new delivery systems and geographic health-care practices to make 
long-term projections. 

 
  2. Review and make cost-saving recommendations regarding the 

modification of plan design, benefit levels, premiums, communications 
and quality of current employee and retiree benefit plans. 

 
  3. Recommend appropriate premium rates and reserves to maintain the 

viability of the plans to ensure that quality and cost-effective benefits are 
provided by the plans. 

 
  4. Annual (March) estimates of renewal rates and cost trends and assist 

City staff in preparation of budget figures. 
 
  5. Conduct thorough and applicable market research in preparation for 

contract renewals. 
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  6. Representation in all negotiations with providers on various topics, 
including, but not limited to, premiums, benefit levels and plan design, 
performance measures and guarantees, contractual terms and 
conditions, and quality assurance standards. 

 
  7. Make recommendations for items of negotiation with providers, 

including, but not limited to, benefit levels and plan design, premiums, 
quality of service, performance measures and guarantees, and return on 
investment, where applicable. 

 
  8. Prepare specifications and compile data, obtain quotes and proposals, 

negotiate rates and analyze and compare proposals.  
 
  9. Review rate proposals to ensure underlying assumptions are 

appropriate and accurate to the City. 
 
  10. Provide communication development and support for the annual open 

enrollment period, new benefit offerings and/or changes to the existing 
benefits offerings.   

 
  11. Attendance at, and assistance with, coordination of the annual Benefits 

Fair and Open Enrollment meetings. 
 
 E. Other Service Requirements 
 
  1. Assist in the development and implementation of an employee wellness 

program to improve employee health and reduce employee and retiree 
health-care costs, both in the short-term and in the long-term. 

 
  2. Assist in the development and/or purchasing of web site technologies to 

support on-line enrollments, changes and employee education to assist 
employees/retirees in self-management of benefits, and to reduce the 
related administrative demands on City staff. 

 
  3. Recommend and help develop enhancements and improvements for 

communications specific to the needs of the City's employees and 
retirees, including, but not limited to, brochures, pamphlets, matrices, 
comparison charts, summaries, electronic communications, forms, 
employee handbooks and employee orientation. 

 
  4. Provide timely research and responses to technical questions posed by 

City staff. 
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  5. Provide regular and timely communications needed for the effective 
administration of benefit plans. 

 
  6. Provide guidance and recommendations on items such as, but not 

limited to, trends in benefits plans, methods for improving cost 
containment, financial arrangements and administration. 

 
  7. Assist with the presentation content for labor and management benefits 

meetings and/or City Council meetings. 
 
  8. Provide access to published benefit-related survey information. 
 
  9. Develop additional benefits communications specific to the needs of the 

City's employees and retirees. 
 
  10. Attendance at, and assistance with, meetings with the City Council, City 

staff and labor groups. 
 
  11. Recommend that City staff attend particular broker-sponsored seminars, 

benefit events and educational forums that would be beneficial to the 
City. 

 
  12. Develop and/or assist in developing and evaluating employee/retiree 

needs and satisfaction surveys. 
 
  13. Work collaboratively with other consultants and City staff. 
 
  14. Manage plan transitions as necessary. 
 
  15. Review and evaluate current administrative processes related to 

enrollment and billing.  Recommend and assist with implementation of 
administrative process enhancements. 

 
IV. INSTRUCTIONS TO PROPOSERS 
 
 A. Preproposal Conference 
 
  A preproposal conference will be held Thursday, September 30, 2010, at 

3:00 p.m. in the Plaza Conference Room, Second Floor, at City Hall, 
500 Castro Street, Mountain View, California.  All prospective proposers 
are invited to attend.  Attendance at the preproposal conference is not a 
requirement of the process.  This preproposal conference will be an 
opportunity for prospective proposers to ask questions, obtain clarification, 
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meet City staff and receive additional information.  Please RSVP by phone or 
e-mail to the Project Manager listed on the cover page of this RFP. 

 
 B. Examination of Proposal Documents 
 
  By submitting a proposal, the proposer represents that it has thoroughly 

examined and become familiar with the work required under this RFP and 
that it is capable of performing quality work to achieve the City's objectives. 

 
 C. Addenda/Clarifications 
 
  Questions or comments regarding this RFP must be put in writing and must 

be received by the Project Manager no later than 4:00 p.m., Wednesday, 
October 6, 2010.  Correspondence shall be submitted by mail, e-mail or fax to 
the Project Manager listed on the cover page of this RFP.  Responses from the 
City will be posted on the City's web site and communicated in writing to all 
recipients of this RFP.  Inquiries (letter, fax or e-mail) received after the date 
and time stated above will neither be accepted nor receive a response. 

 
  To the extent that a question causes a change to any part of this RFP, an 

addendum shall be issued addressing such. 
 
 D. Submission of Proposals 
 

Insurance brokers licensed in the State of California are invited to submit 
proposals outlining their qualifications, competence and capability to provide 
access to group health insurance products and related services for the City.  
The purpose of this process is to choose a Broker of Record to represent the 
City in matters concerning medical (including prescription coverage), dental, 
vision, life, accidental death and dismemberment, short- and long-term 
disability, and employee assistance program (EAP) for a period of twelve 
(12) months, commencing February 1, 2011, subject to the subsequent mutual 
agreement to the City and the selected consultant. 

 
  All proposals shall be addressed and submitted to the Project Manager listed 

on the cover page of this RFP.  Proposals must be delivered no later than 
4:00 p.m., Wednesday, November 3, 2010.  Late proposals will not be 
accepted.  There will be no public opening of proposals.  The names of 
proposers will not be released until the announcement of award is made. 
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  The proposer shall submit five (5) copies of its proposal in a sealed envelope, 
addressed as noted above, bearing the proposer's name and address and 
clearly marked as follows: 

 
RFP—City of Mountain View— 

Employee Benefits Insurance Broker and Consulting Services 
 

  With regard to any proposals sent by mail to the City, the proposer shall be 
solely responsible for its delivery to the City  no later than 4:00 p.m., 
Wednesday, November 3, 2010.  Any proposals received subsequent to the 
date and hour set herein because of delayed mail delivery or for any other 
reason will not be considered by the City. 

 
  The Request for Proposal is not an authorization to approach the insurance 

marketplace on the City's behalf.  The City specifically requests that no con-
tract, survey or solicitation of insurance markets be made on behalf of the 
City and that no insurance market reservation be made by or for any pro-
poser with respect to insurance or related services to be provided by the City.  
Failure to comply with this request will be grounds for disqualification. 

 
 E. Withdrawal of Proposals 
 
  A proposer may withdraw its proposal at any time before the expiration of 

the time for submission of proposals as provided in this RFP by delivering 
a written request for withdrawal signed by, or on behalf of, the proposer by 
mail, e-mail or fax to the Project Manager listed on the cover page of this RFP. 

 
 F. Rights of the City 
 
  This RFP is not in any way to be construed as an agreement, obligation or 

other contract between the City and any person or firm submitting a 
proposal, nor does it obligate the City to pay for any costs incurred in 
preparation and submission of proposals or in anticipation of a contract.  
Proposals submitted in response to this request become the property of the 
City and are subject to the provisions of the California Public Records Act 
after the announcement of award is made. 

 
  The City may investigate the qualifications of any proposer under 

consideration, require confirmation of information furnished by the proposer 
and require additional evidence or qualifications to perform the services 
described in this RFP.  Contract award will be made, at the sole discretion of 
the City, based on the evaluation of all responses, applying all criteria and 
oral interviews is determined to be the best qualified to perform the scope of 
services.  The City's decision to select a Broker of Record is final.  No right of 
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review or appeal of the decision to appoint a Broker of Record will be 
considered. 

 
  The City reserves the right to: 
 
  1. Obtain clarification of any point in a proposer's response or to obtain 

additional information necessary to properly evaluate a particular 
response. 

 
  2. Reject any or all proposals. 
 
  3. Cancel the Request for Proposal in part or in its entirety without 

explanation to the proposers. 
 
  4. Issue subsequent Requests for Proposal. 
 
  5. Remedy technical errors in the Request for Proposal process. 
 
  6. Approve or disapprove the use of particular subcontractors. 
 
  7. Negotiate with any, all or none of the proposers. 
 
  8. Solicit best and final offers from all or some of the proposers. 
 
  9. Award a contract to one (1) or more proposers. 
 
  10. Accept other than the lowest offer. 
 
  11. Waive informalities and irregularities in proposals. 
 
 G. Contract Type 
 
  It is anticipated that the agreement resulting from this solicitation, if 

awarded, will be a firm, fixed contract. 
 
  Proposers shall be prepared to accept the terms and conditions of the 

Agreement, including Insurance and Indemnification language (Exhibit L).  If 
a proposer desires to take exception to the Agreement, proposer shall provide 
the following information as a section of the proposal identified as Exceptions 
to the Agreement: 

 
  1. Proposer shall clearly identify each proposed change to the Agreement, 

including all relevant attachments. 
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  2. Proposer shall furnish the reasons for exception, as well as specific 
recommendations for alternative language. 

 
  The above factors will be taken into account in evaluating proposals.  

Proposals that take substantial exceptions to the Agreement or proposed 
compensation terms may be determined by the City, at its sole discretion, to 
be unacceptable and no longer considered for award. 

 
 H. Collusion 
 
  By submitting a proposal, each proposer represents and warrants that its 

proposal is genuine and not a sham or collusive, or made in the interest of, or 
on behalf of, any person not named therein; that the proposer has not directly 
or indirectly induced or solicited any other person to submit a sham proposal 
or any other person to refrain from submitting a proposal; and that the pro-
poser has not in any manner sought collusion to secure any improper 
advantage over any other person submitting a proposal. 

 
V. PROPOSER'S MINIMUM QUALIFICATIONS 
 
 A. Qualifications of the Firm 
 
  1. The proposer shall have at least ten (10) consecutive years of experience 

in California providing brokerage and benefits consulting services to 
public or private entities.  The firm shall have provided such services to 
jurisdictions whose service populations are similar in size and 
complexity to the City's. 

 
  2. The proposer must be legally authorized to do business in the State of 

California and shall meet all licensing and other requirements imposed 
by State and Federal laws and regulations. 

 
  3. The proposer shall have experienced management staff, possessing 

comprehensive knowledge of benefit administration pertaining to public 
employers.   

 
  4. The proposer shall have experience working with labor unions and 

advisory committees. 
 
  5. The proposer shall possess knowledge of applicable laws, regulations 

and codes and shall be familiar with local conditions and trends relating 
to group insurance in California. 
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  6. The proposer's office must be located in the Bay Area and provide 
assurance of reasonable staffing continuity over the contract period. 

 
 B. Qualifications of the Staff 
 
  1. The staff member assigned to the City's account shall have: 
 
   a. Ten (10) years of benefit administration and client management 

experience and provide credentials documenting professional 
experience, employment history and education. 

 
   b. Experience in maintaining a high level of quality communication 

with clients, client employees/retirees and vendors. 
 
VI. PROPOSAL FORMAT AND CONTENT 
 
 A. Format 
 
  Proposals shall be made in the official name of the firm or individual under 

which the vendor's business is conducted (including the official business 
address).  Proposals shall be prepared simply and economically, providing a 
straightforward, concise description of proposers' ability and expertise as an 
employee benefits insurance broker and consultant.  Proposals shall be typed 
and be as brief as possible and not include any unnecessary promotional 
materials.  Five (5) copies of the proposal are required. 

 
 B. Content 
 
  1. General Information:  Complete the attached General Information 

Form (Attachment A) and place the form in the front of all proposal 
submission.  This form should be signed by a person duly authorized to 
bind the firm and proposed account team to submit a response to this 
RFP solicitation.  In addition, complete Consultant Questionnaire 
(Attachment D) and include with proposal submission. 

 
  2. Profile of Firm:  This section shall include the firm name, date estab-

lished and the address of the office that would be assigned the City of 
Mountain View account.  Include a brief description of the firm's history, 
size, growth, philosophy and culture, number of employees and number 
of years in business under the same name, including specific experience 
with the public sector.  Include a discussion on the firm's financial 
stability, capacity and resources.  Additionally, this section shall include 
a listing of any lawsuit or litigation and the result of that action resulting 
from:  (a) any project undertaken by the proposer or by its 
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subcontractors or affiliates where litigation is still pending or has 
occurred within the last ten (10) years; or (b) any type of project where 
claims or settlements were paid by the proposer or its insurers within 
the last ten (10) years. 

 
  3. Qualifications of the Firm:  This section shall include a brief description 

of the proposer's and any subconsultant's qualifications and summary of 
previous experience on similar or related projects.  Provide a firm and an 
account team client list from the past five (5) years, including any and all 
public entity client accounts, and a description of pertinent insurance 
programs negotiated for those entities; the number of covered 
employees/retirees for each client; the time period services have been 
provided to each account; the total project cost; and a brief statement of 
the firm's adherence to the schedule and budget for each project.  
Include as account contacts individuals who may be contacted by the 
City for references (use Attachment D format).  Be sure to list contact 
name, organization, title, e-mail address and telephone number for each 
account.   

 
  4. Project Staffing:  The proposer is required to list the key individuals 

who will be assigned to the account, their qualifications and disciplines, 
including their resumés in the proposal.  The proposer's staff member 
who will be handling the City's account will be an important factor 
considered by the Review Board.  This section shall discuss how the 
proposer would propose to staff this project.  The proposer shall include 
the following: 

 
   a. Identify the names and office locations of the Account Manager and 

key personnel who will be assigned to the City's account.  Describe 
their areas of responsibility and their education, experience and 
professional qualifications in those areas (use Attachment B format) 
with emphasis on public sector organizations and unionized work 
forces. 

 
   b. List the experience and education requirements and standards for 

Account Manager. 
 
   c. Provide a complete description of the organizational structure of 

the company and the method by which work is accomplished.  
Include an organizational work flow chart with description of 
duties of the proposed account team members, as well as the size or 
total number of accounts or clients each individual handles. 
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   d. Describe the staff retention program to assure continuity of service 
to the City. 

 
  5. Services:  Describe the following: 
 
   a. A complete description of services to be provided.  Include both 

services outlined in this written request, as well as additional 
recommended services, including a description of any and all 
unique brokerage or consulting services the firm will offer the City, 
please specify if these services are to be provided by the firm's staff 
or through an affiliate of the firm. 

 
   b. A description of the group medical, dental, vision, life, accidental 

death and dismemberment, short- and long-term disability, and 
EAP premium volume handled by the firm and by the specific 
office to which the City's account would be assigned. 

 
   c. A list of the principal insurance markets utilized by the firm in the 

order of premium volume placed with each market.  This listing 
should be categorized by line of coverage:  medical, dental, vision, 
life, accidental death and dismemberment, short- and long-term 
disability, and EAP. 

 
   d. A description of technical or professional support available at no 

extra cost through the firm, such as legal counsel, communications, 
technology support or others. 

 
   e. A sample work plan for insurance renewal and negotiations. 
 
  6. Client Communication:  Describe the following: 
 
   a. Proposal to maintain open and prompt communication with 

employees, retirees and City staff seeking assistance from the 
selected broker. 

 
   b. Proposal to maintain open and prompt communication with all 

City staff involved in benefit issues. 
 
  7. File Retention:  Provide: 
 
   a. A recommendation for the administration of records related to 

services to be provided. 
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   b. A cost estimate for the storage of said records and the 
recommendation for a record retention schedule. 

 
  8. Cost/Pricing Information: 
 
   This section shall include the proposer's price for performing the 

services discussed in the scope of work. 
 
   Include a comprehensive specific description indicating how the firm 

would price the City's account and the estimated annual cost of the 
services.  Indicate whether pricing is based on an annual fee, fee for 
service, commission or a combination of two or more.  Include any and 
all commissions and fees that the firm would expect to receive from the 
existing programs for services requested herein, as well as additional 
services that are being recommended.  Identify any split commission or 
joint marketing arrangements with other agents, brokers, firms or 
associations.  With this description, please include an explanation as to 
how the firm would provide the City with the best price at the time of 
negotiations. 

 
   The City reserves the right to review and/or audit any records of the 

selected broker related to commissions, fees, etc. related to the City's 
account. 

 
   Proposals in which the costs do not reflect a reasonable relationship to 

the work to be conducted may be viewed as failing to comprehend the 
requirements of the scope of work and, therefore, cause the proposal to 
be rejected as being nonresponsive. 

 
   Additionally, prior to award of a contract, the successful proposer shall 

be required to submit two (2) years of the firm's most recently completed 
financial statements, including footnotes and auditor's opinion, or other 
financial instrument that would establish the firm's ability to complete 
the obligations of the contract resulting from this solicitation. 

 
  9. Other:  Proposals shall also include: 
 
   a. Descriptions of any affiliations or business relationships with any 

employee, officer, contractor or official of the City. 
 
   b. The selected broker's office hours (all locations) and availability of 

all staff members assigned to the City's account, including a list of 
dates the office is closed and/or staff is unavailable due to 
holidays, vacations and other reasons. 
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   c. Details of any changes in ownership that have occurred in the last 

three (3) years.  Details of any anticipated mergers, transfers of 
organization or ownership, management or departure of key staff 
members within the next twelve (12) months. 

 
   d. Identify and describe any parent or affiliated companies and/or 

joint ventures.  Please discuss any potential conflict of interest with 
consulting/management that may occur as a result of your firm's 
relationship with such affiliates and/or joint ventures.   

 
VII. EVALUATION AND SELECTION 
 
 A. Evaluation Criteria:  In addition to the degree to which the proposer 

responds to the specifications of this Request for Proposal, the following 
criteria will be used to, but may not be limited to, evaluate proposals: 

 
  1. Qualification of the Firm:  Technical experience in performing work of 

a closely similar nature; experience working with cities or other public 
agencies; experience with creative cost containment methods; 
experience, reputation and ability to reach a wide array of insurance 
markets and provide innovative services; record of completing work on 
schedule; strength and stability of the firm; technical experience and 
strength and stability of proposed subcontractors; and assessment by 
client references. 

 
  2. Staffing and Project Organization:  Qualifications of project staff, 

particularly key personnel, especially the project manager; key 
personnel's level of involvement in performing related work; logic of 
project organization; evidence of the ability to provide service in a 
prompt, thorough, innovative and professional manner; and adequacy 
of labor commitment. 

 
  3. Project Requirements:  Demonstrated understanding of the project 

requirements and potential problem areas; project approach; work plan; 
and quality assurance program. 

 
  4. Cost and Price:  Reasonableness of the total price and competitiveness of 

this amount with other offers received; adequacy of data in support of 
figures quoted; reasonableness of individual task budgets; and basis on 
which prices are quoted. 
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 B. Evaluation Procedure 
 
  A Review Board, generally made up of City staff, will review the proposals 

submitted and establish a list of finalists based on preestablished review 
criteria.  The names of the Review Board members will not be revealed prior 
to the interviews.  The individual or composite rating and evaluation forms 
prepared by the board members will not be revealed. 

 
  As a part of the finalist evaluation, the City Review Board may require 

proposers to make an oral presentation.  The presentation shall serve to 
confirm proposal representations, provide supplemental information and 
provide the City the opportunity to meet and assess the proposed account 
team members.  Finalist evaluation shall be scheduled for December 7, 
8 and 9, 2010.  Each proposer is asked to keep these dates open.  No other 
finalist evaluation dates will be conducted. 

 
  Additionally, the City Review Board may visit the firm's office to meet with 

key proposed staff members and tour the facility. 
 
  The City reserves the right to select the firm which, in the City's opinion, will 

provide the most responsive and responsible services.  The City is not bound 
to award the contract based solely on the lowest bid submitted. 

 
  It is anticipated evaluations and interviews will be completed and the 

successful firm recommended to the City Council by approximately 
January 25, 2011. 

 
 C. Award 
 
  When the Review Board has completed its work, negotiations will be 

conducted for the extent of services to be rendered and for the method of 
compensation.  Because the City may award without conducting negotiations, 
the proposal submitted shall contain the proposer's most favorable terms and 
conditions. 

 
  Award will be contingent upon completion of a satisfactory contractual 

arrangement between the selected firm and the City.  If satisfactory contract 
terms cannot be agreed upon, another firm will be contacted.  Unsuccessful 
candidates will be notified following successful completion of contract 
negotiations and approval of contract by the City Council. 

 
  The selected broker shall be required to obtain and maintain, throughout the 

term of the resultant broker services agreement, a valid City of Mountain 
View business license. 
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  In the performance of the terms of any agreement resulting from this 

proposal, contractor or vendor agrees that he/she will not engage in, nor 
permit, such subcontractors, where applicable, as he/she may employ, from 
engaging in discrimination in employment or persons because of race, color, 
religion, national origin or ancestry, age, sex , familial status, sexual 
orientation or disability of such persons. 

 
  No assignment by a selected broker of a resultant agreement, or any part 

thereof, or of funds to be received therefrom, will be recognized by the City 
unless such assignment has had prior written approval and consent of the 
City.  The City will specifically be contracting for the services of the 
individuals in the firm making the proposal and the qualifications of those 
individuals will be a material inducement for the award of contract. 

 
VIII.  INSURANCE REQUIREMENTS 
 
 A. Commercial General Liability/Automobile Liability Insurance 
 
  The selected broker shall obtain and maintain Commercial General Liability 

insurance and Automobile Liability insurance in the amount of One Million 
Dollars ($1,000,000) per occurrence.  If a general aggregate limit is used, either 
the general aggregate limit shall apply separately to this contract or the 
general aggregate limit shall be twice the required occurrence limit.  The 
selected broker's insurance coverage shall be written on an occurrence basis. 

 
 B. Workers' Compensation and Employer's Liability Insurance 
 
  The selected broker shall obtain and maintain statutory Workers' 

Compensation Insurance and Employer's Liability insurance in the amount of 
One Million Dollars ($1,000,000) per accident. 

 
 C. Professional Liability Insurance 
 
  The selected broker shall obtain and maintain Professional Liability insurance 

in the amount of One Million Dollars ($1,000,000) per claim.  Professional 
Liability insurance must be maintained and evidence of insurance shall be 
provided to the City for at least three (3) years after completion of the contract 
of work. 

 
 D. Acceptability of Insurers 
 
  Insurance is to be placed with insurers with a current Best Rating of A:VII 

unless otherwise acceptable to the City. 
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 E. Verification of Coverage 
 
  Insurance, deductibles or self-insurance retentions shall be subject to the 

City's approval.  Original Certificates of Insurance with endorsements shall 
be received and approved by the City before work commences and insurance 
must be in effect for the duration of the contract.  The absence of insurance or 
a reduction of stated limits shall cause all work on the project to cease.  Any 
delays shall not increase costs to the City or increase the duration of the 
project. 

 
 F. Other Insurance Provisions 
 
  1. The City of Mountain View, its officers, officials, employees and 

volunteers are to be covered as additional insured by 
Endorsement CG 20 10 11 85 or other endorsement approved by the 
City's Risk Manager for Commercial General Liability and Automobile 
Liability coverage. 

 
  2. For any claims related to this project, the selected broker's insurance 

coverage shall be primary and any insurance or self-insurance main-
tained by the City, its officers, officials, employees and volunteers shall 
not contribute to it. 

 
  3. Each insurance policy required shall be endorsed that a thirty (30) day 

notice be given to the City in the event of cancellation or modification to 
the stipulated insurance coverage. 

 
  4. In the event the selected broker employs subcontractors as part of the 

work covered by this Agreement, it shall be the responsibility of the 
selected broker to ensure that all subcontractors comply with the same 
insurance requirements that are stated in this Agreement.  

 
  5. Approval of the insurance by the City or acceptance of the Certificate of 

Insurance by the City shall not relieve or decrease the extent to which 
the selected broker may be held responsible for payment of damages 
resulting from the selected broker's services or operation pursuant to 
this Agreement, nor shall it be deemed a waiver of the City's rights to 
insurance coverage hereunder. 

 
  6. If, for any reason, the selected broker fails to maintain insurance 

coverage that is required pursuant to this contract, the same shall be 
deemed a material breach of contract.  The City, at its sole option, may 
terminate this contract and obtain damages from the selected broker 
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resulting from said breach.  Alternately, the City may purchase such 
required insurance coverage, and without further notice to the selected 
broker, the City may deduct from sums due to the selected broker any 
premium costs advanced by the City for such insurance. 
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ATTACHMENT A 
 

GENERAL INFORMATION FORM 
 

(To be completed by the proposer and placed at the front of your proposal) 
 

 
  
Legal Name of Firm 
 

  
Firm's Telephone Number 

  
Street Address 
 

  
Firm's Fax Number 

  
City/State/Zip 
 

  
Firm's Web Site Address 

  
Type of Organization (Corporation, Sole Proprietorship, Partnership, etc.) 
 
  
Business License (documented) 
 

  
Taxpayer ID Number (Federal) 

  
Name and Title of Project Manager 
 
  
Name, Title and Phone Number of Person Project Correspondence Should be Directed to 
 
  
E-mail Address 
 
Listing of Major Subcontractors Proposed and Areas of Responsibility/Phone Number 
 
  
 
  
 
  
 
  
 
  
Signature Date 
  
Name and Title of Person Signing Completion of General Information Form 
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ATTACHMENT B 
 

STAFFING PROPOSAL 
 
 
List of proposed staff to be dedicated to the City's account and their ability to meet the City's needs based on the scope of 
work.  Attach each person's company history and biographies/resumés.  Use additional sheets if necessary. 
 

Proposed Staff Name(s) 
and Title(s) 

Brief Description of Areas of 
Responsibility 

Brief Description of Education, 
Experience and Professional 

Qualifications 
 

Brief Description of 
Similar Clients/Programs 

Currently Assigned To 
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ATTACHMENT C 
 

CLIENT REFERENCES 
 
 
Instructions:  Provide at least three current and two past California clients.  At least two 
of these clients should be cities or public entities.  Copy this form as appropriate. 

Name of Client:  

 

 Client Address 
 

 

 Client Contact Name(s)  
and Title(s) 

 

 

 Client Contact 
Phone Number(s) 

 

Brief description of work performed for this client (use additional sheets if necessary): 
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ATTACHMENT D 
 

CONSULTANT QUESTIONNAIRE 
 
 

Please submit answers to ALL questions.  Use additional sheets if necessary 
 

Question 
 

Response 

1. Has your firm established any limitation on the 
number of clients you intend to accept?  What is your 
client to consultant ratio?  

 

 

2. Describe your plans for managing the future growth 
of your firm.  

 

 

3. Does your firm have any conflict of interest policy?  If 
so, please provide a copy.  Also, please describe any 
conflicts that have arisen within the firm and how they 
were resolved.  

 

 

4. What are three to four key things we should look for 
when hiring a consultant?  

 

 

5. What is your firm's policy/standard for returning: 
 
 • Phone calls? 
 
 • E-mails or written questions? 
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Question 
 

Response 

6. Provide two examples of when you have provided 
services that have gone beyond the "spirit of the 
contract" (pro bono work). 

 

 

7. Give two examples that demonstrate your firm's 
ability to be proactive in finding opportunities to 
enhance services to the client. 

 

 

8. If you are the successful new consultant, outline your 
transition plan with dates, tasks and responsible 
parties. 

 

 

9. How many days of advance notice would your 
company require in order to attend ad-hoc 
(subcommittee) meetings? 

 

 

10. How do you track and communicate legislative 
updates to your clients?  Provide a sample of 
legislative updates. 

 

 

11. How do you track and communicate industry trends 
to your clients?  Provide a sample of industry trend 
updates. 

 

 

12. Describe how your firm would handle ad-hoc projects 
that arise due to changes in legislation or other events 
which create additional service needs for the City. 
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Question 
 

Response 

13. Provide an example that demonstrates your firm's 
ability to be proactive in finding opportunities to 
enhance benefits and services. 

 

 

14. Provide examples that demonstrate your firm's 
negotiation skills to bring down costs. 

 

 

15. Should your firm engage the service of a 
subconsultant for the City's account, provide the firm's 
name/names, relevant experience and contact 
information for the persons who would be the primary 
and secondary contacts for this engagement, and 
copies of their biographies/resumes. 

 

 

16. For the above subconsultant(s), list the current and 
past professional affiliations, including boards and 
committees.  Include positions held and years of 
membership. 

 

 

17. Would the subconsultant's primary and secondary 
contacts for this engagement make decisions on behalf 
of your firm? 

 

 

18. Tell us how you monitor and report on provider 
performance.  Provide a sample of provider 
performance reports your firm has completed for 
current clients. 
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Question 
 

Response 

20. The City is interested in outsourcing COBRA 
administration.  Please provide a description of the 
services you can provide for COBRA administration, if 
any, and/or assistance with determining if 
outsourcing is the best option and the corresponding 
cost for these services. 

 

 

21. The City is interested in implementing a web-based 
enrollment system.  Please provide a description of the 
services you can provide for selecting such technology 
and the corresponding cost for these services. 

 

 

22. Do you have access to a benefits attorney who could 
render opinions to the City?  If so, please provide the 
cost for this service. 

 

 

23. For benefits plans (such as Life, Short-/Long-Term 
Disability and Accidental Death and Dismemberment 
Insurance) that require completion of claim forms to 
obtain benefits, what services does your firm provide 
for assisting eligible participants in filing for and 
obtaining plan benefits?  Please provide the cost for 
this service. 
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Question 
 

Response 

24. What services does your firm provide for developing 
Open Enrollment and New Employee Orientation 
materials?  Please provide a separate cost for each 
program (open enrollment and new employee 
orientations). 

 

 

25. What service does your firm provide for developing 
a Wellness Program?  Please provide the cost for this 
service. 

 

 

26. Are there any other relevant consulting services that 
are not listed that you will provide as part of your 
consulting services to the City?  Please provide the 
cost for these services. 

 

 

 
 








































































